Hpuioxenne 2 k PII/ Jdesionpou3BoacTBO U JOKYMEHTO000POT B 00pPa30BaATEILHOM
yupexIeHun

44.03.05 ITenarornueckoe odopazoBaHue

(¢ nBymMs IpoPUJISAMH MOATOTOBKH)

Hanpasiennocts (mpoduiun) JomkoabHoe oOpa3zoBanue.

JonosHuTe/IbHOE 00pa30BaHue (AHTVIMICKUI SI3BIK)

®opma 00yueHHs — OUHAas
I'on nadopa - 2021

OLIEHOYHBIE CPEJCTBA JJISI IPOBEJAEHMS TPOMEKYTOYHOM
ATTECTALIMM OBYYAIOLIUXCS MO JUCHUIIIUHE (MOJIYJIIO)

1. OOumue cBexeHus

1. | Kadenpa [lemaroruku

44.03.05 Iemarorunueckoe oOpa3oBaHHe

2. | Hanpasnenne noarorosx (c IByMs MPOMISIMH TTOATOTOBKH )

JlomkonbHOE 00pa3oBaHHUE.

HamnpasnenHnoctsb N
JomnonuurensHoe oOpa3zoBaHue (aHTTUHCKUN S3bIK)

(mpoduib)

eJIONIPOM3BOICTBO U IOKYMEHTOOOOPOT B 00pa30BaTeIbHOM
4. | Jucuunnnza (MOIyb) A p A HOKY p p

YUPEKACHUU
5. | ®opma oOyueHus ouHas
6. | I'on Habopa 2021

2. [lepeyeHb KOMMeETEHIUIA

Crioco0eH ymnpaBisiTh CBOMM BPEMEHEM, BBICTpauBaThb U PEaIU30BBIBATH TPAECKTOPHIO
CaMOpa3BUTHsI HA OCHOBE MPHUHIIMIOB 00pa3oBaHus B TeueHue Beeil sxu3nu (YK-6)




3. Kpurepuu u nokasareji OlleHUBAHHMS KOMIIETEHIMI HA PA3JIMYHBIX 3Tanax ux GopMHUpPOBAHHUS

Jdran popMupoBaHus

®opmupyemast

Kpurepun u noka3zareju OlleHUBAaHUSA KOMIIETEH U

@®opMbl KOHTPOJISA

KOMIleTeHIIUH (pPa3/eibl, 3HaTh: YmMmern: Baapgers: copMHPOBAHHOCTH
KOMIIETCHIINA o
TEMbI IlI/ICIII/IIIJII/[HLI) KOMIIETCHIIUUN

Paznen 1. Conepxanue, VK-6 HOpPMAaTHBHBIC paIMOHATIBHO U METOAAMH, CIIOCO0aMH U IToxgroroBka k
3HAYCHUE JICIOTIPOU3BOICTBA. JTOKYMEHTEHI T10 3¢ PeKTHBHO CpeICTBaMH IIOTyYSHHUS, MIPAKTHICCKUM 3aHATHIM
TexHONOTHS OpraHNU3aIlUH yHI(PHUKAINT H OpTraHNU30BBIBATh XpaHeHHUs, IepepadboTKN (BBICTYTUIEHHE C
JIeTTOTIPON3BOICTBA B CTaHIAPTHU3AINH B JIEIIOTIPOU3BOICTBO B “HpOpMAINH, TIpe3eHTAINe), TECTOBas
00pa30BaTEIIFHOM YUK ICHIH o0yacTé MOKyMEHTaIuy, | 0Opa3oBaTeNbHON OCHOBAaMH KOMITBIOTEPHOH | pabora

JIEHCTBYIOIINE HA OopraHu3aIuiy; TPaMOTHOCTH;

tepputopuu PD; COCTaBIISITh yU4eOHO- TEXHOJIOTHE!N OpraHu3aluu

rocyaapCTBeHHbIE METOAUYECKHUE U JIEJIONIPOU3BOJICTBA B

CTaHAaPTHI U HOPMAaTHUBHO-TIPAaBOBBIC 00pa3oBaTEeILHOM

3aKOHOJATEIbHBIC aKThI JIOKYMEHTHI, YUPEIKIACHUU.

0 JOKYMEHTHUPOBAHHIO; pETIaMEHTHPYIOIITIEC

CHUCTEMBI JOKYMCHTAIINH, | ICSITEIbHOCTH

TpeOOBaHUS K oOpa3oBaTenpHON

COCTaBJIEHHIO U OpTaHU3AIHH.
Pasnen 2. HopmaTusHo- VK-6 o opMIICHHIO palMOHANIBHO U METOJAaMH, CII0CO0aMH U ITonroroBka k
3aKOHO/IaTebHas 0a3a. JIOKYMCHTOB; 3¢ PEeKTHBHO CpeICTBaMH IIOTyYSHHUS, MPAKTHICCKUM 3aHSATHIM
OCHOBHBIE BHIBI JOKYMEHTOB THIIOBBIE MHCTPYKIUHK 110 | OPraHU30BHIBATH XpaHEeHWs, TepepaboTKH (BBICTYIUICHHE C
1 CUCTEMBI JOKYMCHTAlIUH. JACJI0NPON3BOACTBY, JEJIONPOU3BOJCTBO B I/IH(bopMauI/m, npe3eHTau1/1e171), TECTOBAsA
OcoGeHHOCTH NOJTOTOBKH U pernamMent paboTsl, o0OpaszoBaTenbHON OCHOBaMH KOMITLIOTEPHOM | paboTa
ogopMIIEHHS OT/IEITFHBIX BUIIOB JIOJIKHOCTHBIE OpraHu3aIni; TPaMOTHOCTH;
JIOKYMEHTOB HHCTPYKLNY; COCTaBIISITh yUeOHO- TEXHOJIOTHEH opraHu3anun

OCHOBHbBIE BH/IBI METOAUYECKHUE U JIETIONPOU3BOJICTBA B

JIOKYMEHTOB, HOPMAaTHUBHO-TIPABOBBIC o0Opa3oBaTeIbHOM

PETIaMEHTHPYIOIIX JIOKYMEHTHI, YUpEIKIACHUH.

00pa3oBaTeNBHYIO PETIaMEHTHPYIOIIHE

JIESITENBLHOCTD; JIeSITEIBLHOCTD

OCHOBBI 00pa3oBaTenpHOU

JCJIOITPOU3BOACTBA B

OpraHu3alum.




Paznen 3. ®opmupoBanue nen
Y OpraHu3allvs XpaHeHUs
JIOKYMEHTOB. DKCIEpTH3a
[IEHHOCTH JOKYMEHTOB.
TexHnuyeckue cpeacTna,
HCTIOJNIb3YEMBIC B

YK-6

obpazoBaTeIbHOM
YUPEIKICHUU.

pannoHaIBHO U
3 PeKTUBHO
OpraHU30BBIBATH
JeTIOTIPOU3BOJICTBO B
oOpa3oBaTenpHON
OpraHu3aINy;

METO/IaMH, CIIoco0aMu U
CpeICTBaMU MOJIyYeHHUs,
XpaHeHUs, IepepadoTKH
nHpOpMAINH,

OCHOBaMH{ KOMIIBIOTEPHON
TPaMOTHOCTH;

JeIIOTIPOU3BOICTBE. COCTABIIATH y4eOHO- TEXHOJIOTHEH OpraHU3aluH
DIIeKTPOHHBIH METOANYECKHE U JeIIONIPOU3BOJICTBA B
JOKYMEHTO000POT HOPMAaTHUBHO-TIPaBOBHIE 00pa3oBaTeIFHOM
JIOKYMEHTHI, YUYPEKICHUH.
periiaMeHTHPYIOIHUE
JIeSITEIIbHOCTh
obpazoBaTenbHOI
OpraHHU3aIUH.

IloaroroBka k
NPaKTHYECKUM 3aHATUSAM
(BBICTYIUIEHUE C
TIpe3eHTaINe), TECTOBas
pabota, KOHTPOJIEHAS
pabora

IIkana oueHUBaHUsS B paMKax 0a/JIbHO-PEeHTHHIOBOI CHCTEMBI

«yIIOBJIETBOPUTEIHHO» — 61-80 Gatos
«oTiimuHo» — 91-100 OasutoB

«HEYI0BJIETBOPUTENIbHO» — 60 0ayioB U MEHee;
«xopomio» — 81-90 6amnoB



4. Kpurtepum ¥ IIKAJbl OLlCHUBAHHS

4.1. Kputepnu oneHKH BbINIOJTHEHHUS TECTOBOH padoThl

ITporieHT MpaBMIIBHBIX OTBETOB Jlo 60 61-80 81-100

KosimyecTBo 6aylioB 3a pemeHHbINd TeCT 3)

6-10 11

4.2. Kputepuu olleHKH BBICTYIJIEHUS C MPe3eHTaIueil

Hpez[en ATUTEIIBHOCTH KOHTPOJIA

3ammura: 10 Mmuga
BBICTYIICHUE + OTBETHI Ha
BOITPOCHI

Kpurepun oueHku (cOOCTBEHHO NMpPe3eHTANMH M 3aIIUTHI):

banawbl (3a 1 nmpe3eHTanuio)

Cooepicanue:

- chopmynmpoBaHa 1enb padoTHI; 1

- IIOHATHBI 33J1a4U ¥ X0 padOTHI; 1

- nH(OpMAaIHsI H3JI0KEHA TTOJTHO U YETKO; 1

- WUIIOCTpAllMd YCWIMBAIOT 3(PGEKT BOCHPHUATHS TEKCTOBOU 1

yacTu uHpopMaImu;

- CZI€IIaHbI BEIBOJIBI 2

Odopmnenue npezenmayuu:

- €IMHBIN CTUIIb O(DOPMIICHHS; 1

- TEKCT JICTKO YUTACTCs, JOH COUETACTCS C TEKCTOM M I'padUKO; 1

- BCE mapameTpbl mpudTa XOpoIIo Moa00paHbl, pazmep mpudra 1

ONITHMAIBHBIN 1 OJWHAKOBBIM Ha BCEX ClIalax;

- KJIFOYEBHIC CJIOBA B TEKCTE BBIICIICHBI 1

Ippexm npezenmavyuu:

- o0111ee BIeYaTIeHe OT MPOCMOTPA MPEe3ECHTAINH 4
MaxkcumaJjibHOE KOJIUYeCTBO 0AJL10B 14

4.3. O0mue KpUTEPUH OLIEHKH BBICTYIJICHUS] CTYEHTOB HA MPAKTHYECKUX

(ceMMHAPCKHUX) 3aHATHAX

Kpurepun onenkn
BBICTYILICHHUS] HA IPAKTHYECKHX (CEMUHAPCKHUX) 3aHATHAX:

Ounenka padoTbl
(st 1 BBICTYTUTCHUST)

- aKTUBHOE y4acTHe B 00CYKJICHUU TPOOIIeM KaKI0Tro
MIPAKTUYECKOT0 3aHATHA (CEMHUHApa), CAMOCTOSITEIbHOCTh
OTBETOB, CBOOO/IHOE BIIaJICHUE MATEPHAIIOM, MTOJIHBIE U
apryMEHTHPOBAHHBIE OTBETHI HA BOMIPOCHI MPAKTUIECKOTO
3aHATH (CEMUHapa), y9acTue B AUCKYCCUSX, TBEPIOE 3HAHUE
JIEKIIMOHHOTO MaTepuaia, 0053aTeTbHON U PeKOMEHI0BAaHHOU
JIOTIOJIHUTEIBbHOM JINTEpaTyphl, peryssipHas HOCeIaeMoCThb
3aHATHUH;

2

- HEJJOCTATOYHO IOJIHOE PACKPBITHE HEKOTOPBIX BOIIPOCOB
TEMBI MPAKTUYECKOT0 3aHIATUS (CEMUHapa), HE3HAYUTEIIbHbBIE
oMOKH B (hOPMYITHPOBKE KATETOPHA U MOHATHIA, MEHbIIIAs
AKTUBHOCTh Ha MPAKTUYECKHUX 3aHATUAX (CEMUHApPaX),
HEMOJIHOE 3HAHME JOTIOJIHUTENBHOM JINTEPATYPhI, XOpOIlIas
NOCEIIAEeMOCTh;

1,5




- OTBETHI OTPAXKAIOT B LIEJIOM IOHUMAHUE TEMbI, 3HAHHE
COZEP)KaHUSL OCHOBHBIX KaTErOPUM U OHATUI, 3HAKOMCTBO C
JIEKIIMOHHBIM MAaTEPHAIIOM U PEKOMEHI0BAHHON OCHOBHOM
JIMTEPATypOil, HEAOCTATOYHAS] aKTUBHOCTh HA 3aHATHSX,
OCTaBJIAIOIIAA JKEJIATh JIYYIIETrO MOCEIAeMOCTh;

- IACCUBHOCTH HA IPAKTUUECKUX 3aHATUAX (CEMUHAPAX),
yacTasi HETOTOBHOCTb IIPU OTBETaX Ha BOIIPOCHI, IJI0Xasl
[IOCELAEMOCTh, OTCYTCTBUE KAUECTB, YKa3aHHbIX BBIIIE JUIS
N0JIy4eHHUs 00siee BBICOKUX OLIEHOK

4.4. Kpurepum OlleHKH BHINOJHEHUS KOHTPOJbLHOM padoThl

IIponeHT BBINOTHEHHS o 60

61-90 91-100

banel 3a BEITIOJIHEHHE KOHTpOJ’IbHOﬁ pa60T},1

16-24 25

4.5. O01me KPUTEPHH OLIEHKH OTBETOB CTY/IEHTOB HA IK3aMeHe

KpnTeplm OICHKH OTBETOB CTYICHTOB HA 3K3aMEHE

Ouenka padboTbl

YcnoBus, obecrieyuBaronne ne1arorndeckyio d3PGeKTHBHOCTD
OLIEHOYHOM MPOLETYpbI:

- CTETIeHb OXBaTa Pa3/ieoB y4eOHOW MPOTpaMMbl U TIOHUMaHHE
B3aMMOCBSI3€H MEX]ly HUMH;

- TITyOMHA MOHUMaHUS CYIIECTBA 00CYXK/TaeMBIX KOHKPETHBIX
npo0ieM, a TaK)Ke aKTyaJIbHOCTU M ITPAKTUYECKON 3HAUUMOCTH
M3y4aeMOU TUCUUILIAHBL

- IMara3oH 3HaHUS PEKOMEH/JOBAHHOU JIUTEPaTypPhl;

- JOTHYECKH KOPPEKTHOE, HEMPOTHBOPEYHBOE,
HOCJIEI0BATEIbHOE U apIyMEHTHPOBAHHOE IIOCTPOECHUE OTBETA
Ha 3K3aMeHe;

- YPOBEHb CaMOCTOSTEIILHOTO MBILIUIEHUS € JIEMEHTaMHU
TBOPUYECKOTO MOJIX0/a K M3JI0KEHHIO MaTepraiia

- JIaH IIOJIHBIM, PA3BEPHYTHIN OTBET Ha IIOCTABJICHHBIN BOIIPOC,
[I0Ka3aHa COBOKYITHOCTb OCO3HAHHBIX 3HAHUH 110 TUCLUILINHE,
JTIOKa3aTeJIbHO PAaCKPBITHl OCHOBHBIE ITOJIOKEHUS BOIIPOCOB;

- B OTBETE MIPOCIICKUBACTCS YETKas CTPYKTYpa, JIOTHIeCKast
[IOCJIEI0BATEIbHOCTD, OTPaXKAKOLIasi CyIIHOCTb PACKPBIBAEMBIX
TIOHATHH, TEOPUI, SIBJICHUI;

- 3HaHUE T10 MPEeIMETY IEMOHCTPUpPYETCS Ha (POHE MOHMMAHUS
€ro B CHCTEME JJAaHHOM HayKU U MEXIHMCIUIUIMHAPHBIX CBA3EH, a
TaKXe Ha (JOHEe MOHUMAaHUS POJIM MpEeIMEeTa B IPAKTUKE
YIIPABJICHHUS;

- 3HAHUE UCCIIEeN0BaTeNeH, 3aHUMAIOIINXCS UCCIIEJOBAHUEM
POOJIEMHOTO MOJIS IUCHUIUINHBI;

- OTYETIIMBOE M CBOOOIHOE BJa/IEHUE KOHIENTYalIbHO-
MOHATUMHBIM alnapaToM, HAy4YHBIM S3bIKOM U TEPMUHOJIOTHUEN
COOTBETCTBYIOIIEH HayuyHOI 001acTH;

- YMEHHE BBIITOJIHATH IPEYCMOTPEHHBIE TPOrPAMMOM 3aJaHuUs;
- JOTUYECKH KOPPEKTHOE U YOEIUTENbHOE U3JI0)KEHHE OTBETOB
Ha JIOTIOJTHUTENbHBIE BOITPOCHI

OTJINYHO

- JIaH TMOJIHBIN, PA3BEPHYTHI OTBET Ha IIOCTABJICHHBIN BOIIPOC,
[I0OKa3aHO YMEHUE BBIJCIIUTH CYIIECTBEHHBIE U HECYILIIECTBEHHbIE
IIPU3HAKY, IPUYNHHO-CIICICTBEHHBIE CBA3H;

XOPOLIO




- OTBET YETKO CTPYKTYPHUPOBAH, IOTUYEH, U3JI0KEH
JUTEPATYPHBIM SI3bIKOM C UCIIOJIb30BAHUEM COBPEMEHHOM
TEPMHHOJIOTUH;

- 3HAHUE Y3JIOBBIX MPOOJIEM MPOrPaMMbl U OCHOBHOTO
CoJIepKaHusl JIEKIIMOHHOTO Kypca;

- YMEHHE M0JIb30BaThCS KOHIIENTYaIbHO-TIOHSITHIHHBIM
anmnaparoM B IpoIiecce aHAIU3a OCHOBHBIX MPOOJIeM
MIpOrpamMMmBbl;

- 3HaHHE UCCleloBaTeNel, 3aHUMAIOIINXCS UCCIIEJOBAaHUEM
pOOJIEMHOTO TOJISI IUCUUTLTNHBI;

- YMEHHE BBIMOJHATH IPEyCMOTPEHHBIE IPOTPaMMON 3aJaHuS;
- B 1I€JIOM JIOTHYECKU KOPPEKTHOE, HO HE BCEria TOYHOE U
apryMEeHTHPOBAHHOE U3JI0KEHHE OTBETA.

MoryT ObITb TONYIIEHBI 2-3 HETOYHOCTH WJIM HE3HAYUTEIIbHbIC
OIIMOKH, UCTIPABJICHHBIE CTYJCHTOM C ITOMOIIBIO MpernojaBaTes

- JJaH HEJOCTAaTOYHO IIOJIHBIA M HEAOCTATOYHO PA3BEPHYTHIN YAOBJIETBOPUTENBHO
OTBET, JIOTMKAa U IIOCJENOBAaTEIBHOCTh H3JIOKEHUS HUMEIOT
HapyllIeHNUs,

- JIONYILIEHbl OMMOKM B PACKPHITMM IOHATUH, YHOTPeOJIEeHUH
TEPMHUHOB;

- CTYIEHT HE CHOCOOEH  CaMOCTOSATEIbHO  BBLIACIHUTH
CYIIECTBCHHBIE W HECYIIECTBEHHbIC IPU3HAKM W IPUYUHHO-
CJIEZICTBEHHBIE CBS3M, YMEHUE PACKPBITh 3HaUeHHE 000O0IIEHHBIX
3HAHWUH HE IT0Ka3aHo;

- B OTBETE OTCYTCTBYIOT BBIBO/IbI, peueBoe 0(hopMiIeHHE TPeOyeT
IIOIIPABOK, KOPPEKIIUH;

- 3aTPYAHEHHA C HCIOJIb30BAaHUEM HAYYHO-IIOHSITHHHOIO
anmnapara ¥ TEpMUHOJIOTUY Y4eOHOM THUCHUILINHBI;

- YaCTUYHBIEC 3aTPYJHEHUS C BBIIOJHEHUEM IPEAYCMOTPEHHBIX
IIPOrpamMMoOM 3aJaHu;

- CTPEMJICHHE JIOTUYECKHU OIIPEAECICHHO U II0CIENOBATEIbHO
W3JI0KUTh OTBET;

- CTY/IEHT HE€ 3HaKoM ¢ paboTaMH aBTOPOB, 3aHUMAIOIIUXCS
MCCJIEJOBaHUEM MTPOOJIEMHOI0 MOJIs Kypca

- OTBET TpeICTaBisieT Cco0O0il pa3poO3HEHHbIE 3HAHUS C HEYIOBJIETBOPUTEIHHO
CYIIIECTBEHHBIMH OITUOKAMHU 10 BOIIPOCY;

- IPUCYTCTBYIOT (PparMeHTapHOCTb, HEIOTMYHOCTD U3II0KEHUS;

- CTYJIEHT HE OCO3HAET CBS3b 00CYXK/1aeMOT0 BOTIPOCa MO0 OUIIETY
C IPYTUMHU OOBEKTaMH TUCIUTUIMHBI;

- OTCYTCTBYIOT BBIBOAbI, KOHKPCTH3aUWA W OOKa3aTCIbHOCTH
U3TIOKEHUS;

- JONOJHUTCIBHBIC U YTOUHAIOIIHWE BOIIPOCHI NPECIOJABATCIIA HE
MPUBOJIAT K KOPPEKIIMU OTBETA CTYACHTA;

- He3HaHWe JMOO OTPHIBOYHOE TIPEJACTABJICHHE Yy4eOHO-
MPOrPaMMHOTO MaTepHaa;

- HEyYMEHHUE BBINOJHATH NPEIYCMOTPEHHBIE IMPOrPaMMOM
3a/laHus

5. TunoBble KOHTPOJIbHbIC 32IaHUA M METOAMYECKHEe MaTepHUaJIbl, ONpeae/somme
npoueaypbl OUEHHMBAHWS 3HAHUI, yYMEHMiH, HABHIKOB H (MJIM) ONbITA JAeSTEJbHOCTH,
XapaKkTepu3ywIIuX JTanbl (POPMHMPOBAHUSA KOMIICTEHUMHA B mpouecce OCBOCHHS
o0pa3oBaTe/IbHOI NPOrpaMMBl.




5.1. TecTtoBas padora

Kakue BUIbI 6JJAHKOB MOKET MCIOJIb30BAaTh 00pPa30BaTeIbHAS OPraHU3AIUS:
OJaHK MMHCHMA;
o0 OJIaHK;

OJlaHK MPHUKa3a;

OO0 wmp» P

OJIAaHK OCTAHOBJICHUS.

2.B kakoMm ciiyyae o0sizaTesieH peKBH3UT «ClipaBoYHbIe JaHHbIE 00 OPraHu3almu»:
A. tpu opopmIeHNN THCHMA;
B. mpu opopmiennn npukasa;
C. npu odopMIIEHUH TPOTOKOJIA;
D

. TIpu O(hOPMIIEHUU PACTIOPSIKEHHUSI.

3.¥YkaxkuTe 10MyCTUMbIE HATMCAHUS AATHI IOKYMEeHTA:
A. 25 mapta 2010 rogna;

B. 25wmap. 10T;

C. 25.03.2010;

D. 25.03.10.

4.Hajigure cooTBeTcTBHE MEK1Y (hOopMOIi M 1aTOI TOKYMEHTA!

1.m1ucemMo A.nata coObITHS
2.mpuKa3 B.nara 3acenanus
3.1pOTOKOJI C.nara perucrpanuu
4.aKT D.nata noanucanus

5.PeKBU3HUT NOANHUCH BKJIIOYAET:
A. JIMYHYIO IOATHKCH, JIATY,
B. mamMeHoBaHUE MOKHOCTH JIUIIA C YKA3aHUEM yUpEeXIeHUs (€Cu JOKYMEHT oopmieH

He Ha OJlaHKe) JIMYHYIO MOANUCH, paciin(POBKY MOAIUCH, JaTy.

6.CipaBouHbIe JaHHBbIE 00 OPraHU3ALMHU BKIKOYAOT:
A. TIOYTOBBII agpec opraHu3aIuy;

B. mouToBBIif agpec u HOMepa TenedOHOB;



C.

MOYTOBBIN aJpec, HoMepa TeIePOHOB U IPYrHe CBEICHUS MO PEIICHUIO0 OpraHU3au1

(Homepa (pakca, cueToB B OaHKe, aJipec NEKTPOHHOMN MOYTHI U Jp.).

JiaTa;

0O mp o

PerucrpaunoHHblii HOMeEpP T0KYMEHTAa

Mpe/ICTaBIseT cOO00H MOPSAKOBBIA HOMEp JOKYMEHTAa U MOXKET JOMOIHATHCA HHACKCaM U
JlaTa peErucTpaluy JOKYMEHTa.

OTMeTKY 0 NOCTYNJICHUH JOKYMEHTA B OPraHU3ALMI0 IPOCTABJISIIOT:

B IIPaBOM BEPXHEM YTy JOKYMEHTA;

B JIEBOM BEPXHEM YTy JOKYMEHTA;

Y HUZKHET'O ITOJIS IIEPBOIo JINCTA JOKYMCHTA.

K HPUIHICCKHU SHAYUMBIM OTHOCATCH CJICAYHOIHUE PEKBU3UTDLI:

. TIOJIITUCH, TI€YaTh, IPU( YTBEPKICHUS JOKYMEHTA;

MOATINCH, JaTa NOKYMCHTA, 11€4YaTh, I‘pI/I(l) YTBCPIKACHUA JOKYMCHTA, peFI/ICTpaHI/IOHHLIﬁ

HOMCEp JOKYMCHTA,

C.

10.

A
B.
C.

11.

HAaNMMCHOBAHUC BHJa JOKYMCHTA.

J1s1 yka3aHus NPUYUH, BHI3BABIINX KaKHe-JIH00 HAPYLIEHHUs, COCTABJISIETCS
ciyxeOHas 3aIHCcKa;
CIIpaBKa,

00BICHUTEIbHAY 3aIIUCKA.

IIpukazaMu 110 OCHOBHOM JeATEJIbHOCTH 0OPMIIAIOTCH:

A. mpuem, yBoJIbHEHUE U NEpeBOl PpAOOTHHUKOB;

OpraHnu3allMOHHBLIC BOIIPOCHI.

5.2. lIpe3enTanus

Hpe:«:eHmauuﬂ - MIOCJICAOBATCIIbHOCTE CMCHAIOIUX APYT ApYyTra 3JICKTPOHHLIX CTPAHUYCK

-cnaiiioB U creGeKToB (Claiia-110y), 3aHUMAIOIIUX BECh 3KpaH MOHUTOpa (0€3 MPUCYTCTBUS
naHeJe mporpamMmmal).

Aneopumm cozoanus npezenmayuu:

1 aTan — onpezaeneHue Leau NPe3eHTALUY;

2 3Tan — noApoOHOE pacKpbITHE HHPOPMAIIHH;

3 3Tam - OCHOBHBIE TE3UCHI, BHIBOJIBI

Crnenyer ncnons3oars 10-15 cimaiinos. ITpu sTom:



- NIEPBBINA claij — TUTYJIbHBIA. IIpenHa3sHadeH 1 pa3MeleHus Ha3BaHus IIPEe3CHTaluu,
MMEHH JOKJIaJ4iKa U €ro KOHTaKTHOM MH(OopMaIuy;

- Ha BTOPOM claiiiec He0OXOIMMO pPa3MECTUTh COJICP)KAHHE IPE3CHTALUU, a TaKXKe
KpPaTKO€E OIIMCaHUE OCHOBHBIX BOIIPOCOB;

- BCE OCTABILHUECS CIaiIbl UMEIOT HH(OPMATUBHBINA XapaKTep.

OObIuHO ToJaua MHGOPMALMKU OCYLIECTBISETCA MO IUIaHy: T€3UC — apryMeHTalus —
BBIBOJI.

Pexomenoayuu no cozoanuio npesenmayuu:

YurabenbHOCTh (BUAMMOCTh U3 CaMbIX JAJIbHUX YIOJKOB MOMELICHUS U C Pa3IMYHbIX
YCTPOMCTB), TEKCT AOJDKEH ObITh HaOpaH 24-30-pM mpUQTOM.

TaTtenbHO CTPpYKTYpUpOBaHHAast HH(OPMALIHSL.

Hannyne KOpOTKMX W JIAKOHMYHBIX 3aroJIOBKOB, MapKHPOBAHHBIX W HYMEpPOBAHHBIX
CIMCKOB.

Kaxxnomy monoxeHuro (uee) caeayeT OTBECTH OTACIbHBIN a03ail.

I'naBHYyIO Het0 HE0OXO0AUMO BBUIOKUTH B IEPBOM CTPOKE ad3ana.

Hcnonp3oBare TabmuuHble (GOPMBI MpeACTaBlicHUS UHGOpMANUU (AUArpaMMbl, CXEMBI)
JUIS WJUTIOCTPALUU BaXKHEHIINX (paKTOB, YTO AACT BO3MOXKHOCTh IOJaTh MaTepuasl KOMIAKTHO U
HarJIsHO.

I'paduka 101KHa OPraHUYHO JOIOJHATH TEKCT.

BricTynnenue ¢ npeseHTauuen juures He 0osiee 10 MUHYT.

5.3. KoutpoabHas padora

OdopmiieHHe NPUKA30B 110 JJUYHOMY COCTABY.
Odopmiaenne Tpy10BOH KHUKKH.

L]enw: proOpecTH HABBIKK B 0O(hOPMIICHUH TIPHUKA30B 110 JTUIHOMY COCTaBY, ITPABHIBHO
3aM0JIHATh pa3Jeibl TPYI0OBOM KHUKKH.

Bam Heo6xonumo opopmuts Ha padoty CunopoBy Ounbry IleTrpoBHy, KOTOpast IpUHUMAETCS
¢ 01 cents16ps 2016, (ponunace 23.09.1990 roay B r. MypMaHcCKe), y4almascsi TpEeTbero Kypca
MypMaHCKOTro apKTHUYECKOTO rOCYAapCTBEHHOI0 YHUBEPCUTETA, HA JOJIKHOCTh JTOKYMEHTOBEA
C HCTIBITATENbHBIM CPOKOM 3 Mecslia, Ha ocHoBaHuM npukasa Ne 23-x ot 01.09.2016 .

10 oxTts10pst 2016 r. mpuHOCUT cBUIeTeNsCTBO 0 Opake |-OJ[ Ne324 ot 09.10.2016 r., rae
yKa3aHo, YTO OHa oMeHsu1a pamuinio Ha Ko3znony.

5 nronst 2017 r. mpuHOCUT TUTIIIOM O BhiciieM oOpa3zoBanuu Ne BK-345234 ot 15.06.2017 1.,
I7Ie yKa3aHo, YTO OHAa MOJy4yWsia KBaJU(UKALMIO YYUTEIb PYCCKOTO S3bIKA W JINTEPATYphI 1O
crienuanbHOCTU «DPUIIOTOTUS»

01 cents6ps 2017 r. mepeBOAUTCS HAa JODKHOCTh YUUTEIb PYCCKOTO SI3bIKAa U JIUTEPATYPHI
Ha ocHoBaHuM npukasza Ne 31-x ot 01.09.2017 r.

12 mexabpst 2017 aTTecTyeTcst Ha COOTBETCTBHUE MO JIOJDKHOCTH «yduTenby (mpukas Ne 14 ot
12 nexabps 2017r)

31 nexaGps 2017 r. yBosibHSIETCS IO COOCTBEHHOMY >KEIaHHIO, HA OCHOBaHMU IMpHKa3a No

24-x or 31.12.2017 1.



Heo0xoauMo, 3anoiHUTH NMPHUKaA3 O NMpUHeMe, NepeBoje, YBOJbHEHUH, KapTouky T-2,

TUTYJIBHBIH JIUCT U CBeJleHHA 0 padoTe B TPY0BOIl KHHKKeE.

5.4. Bonpocsl k 3a4eTy

1.Yro BKIIFOYAET B ce0s MOHATHE «ICITOTPOU3BOACTBON?

2. Yto noHuMaeTCs Mo FOPUINIECKON CUIION TOKyMeHTa?

3. Uto Takoe craHaapTU3anus JOKyMEHTOB?

4. Yro Takoe yHU(UKAIUSA TOKYMEHTOB?

5. HazoBuTe OCHOBHBIE BU/IbI OJIAHKOB, IPUMEHSEMBIX B YUPEIKICHUH
6. [lepeunciiure peKBU3UTHI, BXOJISAIIME B COCTaB OJIaHKa JIJIsl TUChMA.
7. Yem orimuaercsd oOLIMii OJIaHK OT OJIaHKa I nuchMma?
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Kakne tpeOoBaHMs TpEABABISAIOTCS K OQOPMICHHIO PEKBU3UTA «HAMMEHOBAHHE
OpraHu3anun»?
UTo BXOIUT B COCTAB PEKBU3HUTA «CIPABOYHBIEC JAHHBIE 00 OpraHU3au»?
KakoB nopsiiok JaTupoBaHus JOKyMEHTa U BUAbI 1aT?
KakoB nopsiiox anpecoBanus J0KyMeHTa?
Kakumu ciocobamu oopmiisieTcst yTBepkIeHUue T0KyMeHTa?
Kakune TpebGoBaHMs MPEIBSBISIOTCS K PE30IIOLNHT, KAKOB MOPSAOK €€ 0pOpMIICHHS?
KakoB nopsiiok opopmiieHus MPUIOKEHUH K JOKYMEHTY?
KakoB nopsiiox ohopmiIeHUS] pEKBU3UTOB IIOAIHCH» U «OTMETKHU O 3aBEPEHUU KOTIUN»?
Kak odopmisiercs cornacoBanue 10KymeHra?
KakoB nopsiiok npocTaBieHus Ha JOKYMEHTax nevarei?
[lepeuncnure OTMETKH, IPOCTABICHHBIE HA BXOSIEM JOKYMEHTE, YKAKHUTE MOPSIIOK UX
odopmIIeHuUS.
Kakwue o6miue TpeboBaHus MPEABABISAIOTCSA K TEKCTY TOKyMEHTa?
W3 xakuX CMBICIIOBBIX YacT€ COCTOMT TEKCT JOKYMEHTa M KaK OHH pPacIojararoTcs B
tecre?
B yem mpenmymiecTBa cocTaBiieHusI 1 0POPMIICHHS JOKYMEHTOB Ha KOMITbIoTEpe?
B yem oco0eHHOCTH 53bIKA U CTHIIA CITYKEOHBIX JJOKYMEHTOB?
Kakoe 3HaueHune nmeer 3Hanue opporpapuu npu Co31aHUU CIIYKEOHBIX JOKYMEHTOB?
Kakue TpebGoBaHMs MPEeIBIBIAIOTCS K KOMIIO3UIIMU CITY>KEOHBIX JOKYMEHTOB?
HazoBuTe BUABI OpPraHW3allMOHHBIX JOKYMEHTOB M YKKUTE OCOOCHHOCTH WX
COCTaBJIEHUS U OPOPMIICHHS.
HazoBute BHIBI pacmoOpsSAMTENBHBIX JOKYMEHTOB M YKaXHT€ OCOOCHHOCTH UX
COCTaBJIEHUS U OPOPMIICHHS.
B uem ocoGeHHOCTH cOCTaBiICHUS U OPOPMIIEHHUS MTPOTOKOJIA?
B uem ocoOeHHOCTH cocTaBieHUs U 0(OpMIIEHUS aKkTa?
Kakwne TpeOGoBaHMsI MPEIBSBISIOTCS K COCTABICHUIO H OPOPMIICHHIO CITPABOK?
Kakue TpeboBaHUS NPeaABbABISAIOTCS K COCTABICHUIO U O(OPMIICHHIO CITYKEOHBIX ITHceM?
KakoBsI pa3HOBUAHOCTH TIHICEM?
Kakue TpebGoBaHMs MPEeabBIAIOTCSA K COCTABIECHUIO U OPOPMIICHHIO TeJlerpamm?
KaxoBbl ocobeHHOCTH cocTaBieHus U odopmiieHus TenedonorpamMm?
VYKaxuTe TUIIOBbIE OPraHU3ALMOHHBIE CTPYKTYPBI CITY>KOBI 1€TI0NPOU3BOJICTBA
KakoBsI 11e11 1 3a/1a9u CITy>KOBI IeITONPON3BOCTBA?
Kakune ocHOBHbIE (DYHKITH BBIMOIHAET CIy*0a AeI0NpOU3BOACTBA?
KaknMu HOpPMaTUBHBIMH JIOKyMEHTAMH DETJIAMEHTHUPYETCS JeSITeTbHOCTh CITYXKOBI
JIeI0NPOU3BOJICTBA?
UYto moHUMaeTCs o1 00beMOM IOKYMEHT0000poTa?
YTo BXOJUT B MOHATHE JOKYMEHTOOOOpOTA?
Yro BIUMSET HA OPTAaHU3ALHUIO ABMKEHHS TOKYMEHTORB?
KakoBbI OCHOBHBIE NpaBHJIa OpraHU3alMy JOKYMEHTO000poTa?
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Kakne oCHOBHBIC MOTOKH JOKYMEHTOB MOXKHO BBIJICJIIUTH B OpPraHM3allid M B YeM HUX
0COOEHHOCTH?

B uyem 3HayeHue NpeIBAPUTEIBLHOTO NPOCMOTpPAa U PACHPEIEICHHS] MOCTYIHMBIIUX
JOKYMEHTOB M KaK OHH ITPOBOJATCS?

HazoBure srambel paOOThl UCHOTHUTENS C JOKyMeHTamu. TpeOoBaHHs K 00paboOTKe
UCXOJALINX TOKYMEHTOB.
[TpaBuna 00pabOTKM NCXOAAIINX TOKYMEHTOB

3HayeHUEe PErucTpaluu JOKYMEHTOB, KakO€ MECTO OHa 3aHHMMAaeT B OpraHM3aluu
JIeIONPOU3BOJICTBA?
Kakue nanHble 0 JOKyMEHTE 3allUChIBAIOTCS B IPOLIECCE €r0 perucTpanun’?
HazoBute ¢opmbl perucrpannu 10KyMeHTOB. MIX JOCTOMHCTBA M HEOCTATKH
3HadyeHne MH(POPMALMOHHO-CIIPAaBOYHONU pabOThl B OpraHU3aliuK JeJI0NPOU3BOCTBA
@Dopmbl Opranu3anuy HHGOPMAITHOHHO-CIIPABOYHON PA0OTHI B yUPEKICHUH

Kakoe MecTo 3aHMMaeT KOHTPOJIb 33 HCIIOJIHEHHEM JOKYMEHTOB B YIIPaBJIEHYECKOM
NEeATEILHOCTH?
UTo Takoe CPOKOBBI KOHTPOJIb?
Uro Takoe TeKyIUi KOHTPOJIb, MPEAYIPEIUTENbHbIN KOHTPOIb?
Yo nmoHUMaeTcs N0l UTOrOBBIM KOHTPOJIEM?
Kakue nokyMeHThl MOHUMaOTCS 101 0000IIEHHBIM Ha3BaHUEM «OOpallleHue Tpaxaan»?
B ueM 0coOeHHOCTh BeJIeHHs 1JIONPOU3BO/ICTBA IO 00pALEHUIM I'pakjaH?
Uto Takoe HOMEHKJIaTypa Jen?
KakoBel o0miue Tpe6oBaHus K HOMEHKIAType Aen?
Kak odopmisiercs HomeHkIaTypa jen?
Yro noHumaercs noJ GopMUpOBaHUEM Jei?
KakoB nopsiiok xpaneHus aen?

KakoBbl OCHOBHBIE KPUTEPUU OLICHKH JIOKYMEHTOB?
KakoB nops 10k NpoBeeHNsI SKCIIEPTU3bI LIEHHOCTH JOKYMEHTOB?
Kak odopmisrorcss nema  BpEeMEHHOTO CpOKa MOJB30BaHMSA, IOCTOSHHOTO W
JOJITOBPEMEHHOI'O CPOKOB XpaHEHUs?
KakoB nopsiiok nepegauu gen B apxuB?
Hcropus pa3Butus POCCUICKOro 1eI0IpOU3BOICTBA



